State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Associate Governmental Program Analyst

DWR POSITION NUMBER
2020-5393-002

SAP POSITION NUMBER MCR
50000831 1

APPOINTEE
Vacant

SAP PERSONNEL NO.

DIVISION/SECTION
O&M/SWPFDO/Mobile Equipment Branch

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
RO1

RESPONSIBILITIES EXERCISED
[ supervisory [ Lead Person

IMMEDIATE SUPERVISOR (Print)

Brian Borlace

SUPERVISOR'S CLASSIFICATION

Chief Mobile Equipment Operations

APPROVED BY (Personnel Analyst's Name)
JP

DATE

3/14/14

Percent of
Time

Activity

POSITION SUMMARY

ESSENTIAL FUNCTIONS

The specific duties but n

35%

ot limited to are:

Under the general direction of the Chief, Fleet Management Branch, the incumbent independently
performs a wide variety of difficult and complex analytical duties for the reporting, purchasing,
maintaining and disposal of the Department’'s Mobile Equipment Statewide Assets. Performs
analysis and compiles programmatic quarterly, biannual and annual reports required by other State
Agencies and requires in-depth knowledge of analysis and research tools; preparation of
spreadsheets and database tracking tools.

This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance; exercise good judgment and initiative, and utilize high
organizational skills. Work independently minimal supervision; provide quality customer service;
utilize a wide variety of analytical techniques to help resolve complex governmental and managerial
problems. Must have the technical knowledge to utilize various SAP modules associated with
Departments Mobile Equipment Assets; develop and implement methods to monitor the
Department Fleet activities utilizing SAP and Excel spreadsheets; communicate with and assist all
Divisions in making recommendations based on budgeting forecasts for future equipment
purchases; analyze data and present ideas and information effectively, both verbally and in writing.

Maintains and updates the SAP Fleet Management Program and the Fuel Management Program
activities by coordinating all additions and/or changes within the SAP Plant Maintenance module
and the Fleet Data Fuel System. Perform analysis and compilation of programmatic reports for the
new Fuel Management program, Voyager Fuel Program, Department of General Services (DGS),
Fleet and Asset Management Office which includes Mobile Equipment Monthly fuel costs. Monitor
and review fuel purchases for inappropriate activity and prepare monthly reports using the Voyager
and Fuel Management Program systems. Help technicians troubleshoot the Fuel Management
Program system failures; instruct new field personnel in the system use; help technicians and
vendors with field upgrades.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Brian Borlace

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT: | HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

EMPLOYEE'S NAME (Print)

Vacant

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 2020-5393-002 50000831 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

O&M/SWPFDO/Mobile Equipment Branch

Percent of
Time

Activity

20%

10%

10%

10%

5%

5%

5%

Act as the State Fleet Card Coordinator for DWR to closely manage the Department's use of the
State Fleet Card Program including the review of fleet card exception reports on an ongoing basis.
Coordinates the Departments compliance reports with the State Fleet Card Program's oversight
requirements, analyze situations accurately, write reports, and maintains records that are required
by DGS, Fleet and Asset Management Office per DGS Management Memo MM 12-08. The State
Fleet Card Program will be subject to auditing by DGS on a periodic basis.

Performs complex analyses and compilation of programmatic reports for Air Resources Board's On
Road Diesels, Off Road Diesels (DOORS) and portable equipment; DGS Fleet and Asset
Management Office including; Mobile Equipment Asset data, biannual utilization reports, monthly
utilization reporting, monthly maintenance/repair costs, monthly fuel costs and Department of
Consumer Affairs Bureau of Automotive Repair Smog reporting. Analyze and maintain related
databases for DWR, DGS, Air Resources Board, and Department of Consumer Affairs.

Collect, research, and analyze complex data, including Department-wide Mobile Equipment Asset
requests. Create a variety of SAP reports; analyze data to create and maintain spreadsheets used
for funds management and audit tracking purposes. Ensure all Mobile Equipment requests are in
compliance with existing contracts and suggest alternatives to comply with rules, laws and
regulations.

Create, monitor, maintain, and ensure that mobile equipment master records which include
accurate entry of Mobile Equipment Assets data and assignment of vehicles are accurate and to
correct functional areas; create preventive maintenance plans and schedules; create and monitor
measurement points and documents; create and maintain bills of materials.

Create Fleet Management Office requisitions through the SAP for all Fleet Office purchases,
including Cal-Card, and service entry sheets for Fleet Office contracts.

Provide assistance, advice, and acts as a resource on training needs for fleet related issues for all
Divisions within DWR. This will require driving a vehicle on public roadways or on uneven terrain
throughout the State to various mobile equipment shops.

Research and assist in writing Fleet Management Policies and Procedures.

KNOWLEDGE, SKILLS, AND ABILITIES

Good verbal and written communication skills; manage and resolve conflicts and urgent situations;
act independently; and maintain a high level of professional and technical expertise. Must work
work well with varied personalities, deal effectively with the public, and demonstrate adaptability to
work priority changes based on operational need. Ability to respond quickly and accurately to
requests for information from management. Interact with various levels of DWR staff and other
State agency representatives such as; Air Resources Board, Department of General Services and
Department of Consumer Affairs (BAR).
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 2020-5393-002 50000831 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant O&M/SWPFDO/Mobile Equipment Branch
Pe_rl_ci:r%rét of Activity

SPECIAL REQUIREMENTS

Must be available to work outside normal business hours, including overnight travel. Must
possess a valid California Class "C" driver's license as travel throughout the State is required to
provide training and to assist all Mobile Equipment Shops with the Plant Maintenance Module in
SAP.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Brian Borlace
	SUPERVISOR'S CLASS: Chief Mobile Equipment Operations
	personnel analyst: JP
	personnel date: 3/14/14
	PERCENT OF TIME: 



















35%
	activity: POSITION SUMMARY
Under the general direction of the Chief, Fleet Management Branch, the incumbent independently  performs a wide variety of difficult and complex analytical duties for the reporting, purchasing, maintaining and disposal of the Department's Mobile Equipment Statewide Assets.  Performs  analysis and compiles programmatic quarterly, biannual and annual reports required by other State Agencies and requires in-depth knowledge of analysis and research tools; preparation of spreadsheets and database tracking tools.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgment and initiative, and utilize high organizational skills.  Work independently minimal supervision; provide quality customer service; utilize a wide variety of analytical techniques to help resolve complex governmental and managerial problems.  Must have the technical knowledge to utilize various SAP modules associated with Departments Mobile Equipment Assets; develop and implement methods to monitor the Department Fleet activities utilizing SAP and Excel spreadsheets; communicate with and assist all Divisions in making recommendations based on budgeting forecasts for future equipment purchases; analyze data and present ideas and information effectively, both verbally and in writing. The specific duties but not limited to are: 

Maintains and updates the SAP Fleet Management Program and the Fuel Management Program activities by coordinating all additions and/or changes within the SAP Plant Maintenance module and the Fleet Data Fuel System.  Perform analysis and compilation of programmatic reports for the new Fuel Management program, Voyager Fuel Program, Department of General Services (DGS), Fleet and Asset Management Office which includes Mobile Equipment Monthly fuel costs.  Monitor and review fuel purchases for inappropriate activity and prepare monthly reports using the Voyager and Fuel Management Program systems.  Help technicians troubleshoot the Fuel Management Program system failures; instruct new field personnel in the system use; help technicians and vendors with field upgrades.
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 2020-5393-002
	sap personnel no: 
	sap position number: 50000831
	division: O&M/SWPFDO/Mobile Equipment Branch
	mcr: 1
	percent2: 20%
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	activity2: Act as the State Fleet Card Coordinator for DWR to closely manage the Department's use of the State Fleet Card Program including the review of fleet card exception reports on an ongoing basis.  Coordinates the Departments compliance reports with the State Fleet Card Program's oversight requirements, analyze situations accurately, write reports, and maintains records that are required by DGS, Fleet and Asset Management Office per DGS Management Memo MM 12-08.  The State Fleet Card Program will be subject to auditing by DGS on a periodic basis.

Performs complex analyses and compilation of programmatic reports for Air Resources Board's On Road Diesels, Off Road Diesels (DOORS) and portable equipment; DGS Fleet and Asset Management Office including; Mobile Equipment Asset data, biannual utilization reports, monthly utilization reporting, monthly maintenance/repair costs, monthly fuel costs and Department of Consumer Affairs Bureau of Automotive Repair Smog reporting.  Analyze and maintain related databases for DWR, DGS, Air Resources Board, and Department of Consumer Affairs.  

Collect, research, and analyze complex data, including Department-wide Mobile Equipment Asset requests.  Create a variety of SAP reports; analyze data to create and maintain spreadsheets used for funds management and audit tracking purposes.  Ensure all Mobile Equipment requests are in compliance with existing contracts and suggest alternatives to comply with rules, laws and regulations. 

Create, monitor, maintain, and ensure that mobile equipment master records which include accurate entry of Mobile Equipment Assets data and assignment of vehicles are accurate and to correct functional areas; create preventive maintenance plans and schedules; create and monitor measurement points and documents; create and maintain bills of materials. 

Create Fleet Management Office requisitions through the SAP for all Fleet Office purchases, including Cal-Card, and service entry sheets for Fleet Office contracts. 

Provide assistance, advice, and acts as a resource on training needs for fleet related issues for all Divisions within DWR.  This will require driving a vehicle on public roadways or on uneven terrain throughout the State to various mobile equipment shops.  

Research and assist in writing Fleet Management Policies and Procedures.  


KNOWLEDGE, SKILLS, AND ABILITIES
Good verbal and written communication skills; manage and resolve conflicts and urgent situations; act independently; and maintain a high level of professional and technical expertise.  Must work work well with varied personalities, deal effectively with the public, and demonstrate adaptability to work priority changes based on operational need.  Ability to respond quickly and accurately to requests for information from management.  Interact with various levels of DWR staff and other State agency representatives such as; Air Resources Board, Department of General Services and Department of Consumer Affairs (BAR). 
	percent 3: 
	activity3: SPECIAL REQUIREMENTS
Must be available to work outside normal business hours, including overnight travel.  Must possess a valid California  Class "C" driver's license as travel throughout the State is required to provide training and to assist all Mobile Equipment Shops with the Plant Maintenance Module in SAP.  


OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Brian Borlace
	employee name: Vacant


